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Creating a New Webpage for the Ross Website 

There is coding behind the scenes of each page on our website that maintains the menu system throughout 
the site.  Therefore, the best way to create a new page is to edit an existing page.  Check out an existing page 
through VSS to edit it.  Save the page with a new name in the appropriate folder in R:\\Web\BUSDEV\.  You 
can now check in the original file in VSS and proceed with your new page.  You can modify the information 
on the page to keep the same structure, or delete the contents and start fresh. 

 

Creating a Table 

A webpage does not layout like a Word document.  The best way to position text and graphics on your page is 
by using tables. 

Insert a table 

Position the cursor where you want your table.  Choose the Insert Table button on the toolbar or select 
Insert4Table under the Table menu. 
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If you use the Insert Table button on the toolbar, 
you will first need to select the size of the table. 

 

An Insert Table properties window will open.  Set 
the initial number of rows and columns for your 
table.  Specify other properties such as border size, 
cell padding, cell spacing, and width.  

 

Add cells, rows, or columns 

Insert cells, rows and columns from Insert under 
the Table menu.  Rows and columns can be added 
from the right-click shortcut menu. 

  

Add a row 

When using the right-click shortcut menu, rows will be automatically added above the selected row, and 
columns will be added to the left. 

Adding rows and columns through the Table 
menu will open a dialog window that will ask you 
how many rows/columns and the desired location. 
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Delete a cell, row, or column from a table 

To delete tables or sections of a table, you have to 
first select what is to be deleted.  You can 
highlight the row, column, etc. or place the cursor 
in one of the cells involved, then choose the 
element from Select under the Table menu.  Once 
selected, you can choose Delete Cells from the 
Table menu. 

Once selected, rows and columns can be deleted 
from the right-click shortcut menu, as well as the 
Table menu. 

 

Insert a table in a cell 

You can further structure your page by placing tables within existing tables.  Place your cursor in the cell 
where you want the table.  Next choose Insert4Table from the Table menu.  This nested table can be set up 
just like the others, with its own independent properties. 

 



 

Page 4 

Sett ing the Size and Structure of a Table 

Resize a table 

Select the table, then choose Table Properties 
from the Table menu or the right-click shortcut 
menu. 

 

1. If height or width is not specified, the table is sized 
according to its content.  For example, if you don't 
specify the width of the table, then the row with the 
widest contents will determine the width. 

2. Width in pixels sets up a "fixed-width table" or a 
"pixel-based table."  Its size remains constant, 
regardless of the size of the page that it is displayed 
on.  Use it when you need precise control over how 
much space the table occupies on the page. 

3. Width in percent defines the table width as a 
percentage of the available space - its size will 
change accordingly.  Typically, the available 
space is the size of the browser window.  But, 
if the table is nested within another table, 
then the width is a percentage of the available 
space in that table. 

Resize a cell, row or column 

Before you set the size on a section of a table, you 
first need to select what will be resized ° the 
column, row or cell.  You can select the area by 
highlighting it, or click within a cell and choose 
the area from Select under the Table menu. 

Once selected, choose Table Properties4Cell 
Properties from the Table menu or Cell Properties 
the right-click shortcut menu. 

Specify the width and/or height in either pixels or 
percentage of the table size. 


